1) Click on the row header below the rows you want the freeze or click on the column
header to the right of the columns where you want the freeze. To freeze both rows and
columns, select the cell (not a row or column) that is below the row and to the right of the

column that you want to freeze

2) Go to View on the Menu bar and select Freeze Rows and Columns. A heavier line
appears between the rows or columns indicating where the freeze has been placed.

A | 8B | ¢ | b | E | F Q | R |
1 Surmame |First Name |Address City Country
2 Weber Jean PO Box 640  |Airlie Beach |Australia
3 Schofield |Peter Jankowskiego |Opole Poland
23
24

Figure 19: Frozen rows and columns

Unfreezing

To unfreeze rows or columns, go to View on the Menu bar and click Freeze Rows and Columns
to toggle it off. The heavier lines indicating freezing will disappear.

Splitting the screen

Another way to change the view is by splitting the screen displayed (also known as splitting the
window). The screen can be split horizontally, vertically, or both, displaying up to four portions of
the spreadsheet at the same time. An example of splitting the screen is shown in Figure 20

where a split is indicated by a gray line.

This could be useful for example, when a large spreadsheet has one cell with a number that is
used by three formulas in other cells. Using the split-screen technique, the cell containing the

number can be positioned in one section of the view and the cells with formulas can be seen in
the other sections. This makes it easy to see how changing the number in one cell affects each

of the formulas.

A | B C
1 Beta= 3.2000
2 A= 0.1000
_5 |

6

7 Al= Beta"A0*(1-A0) 0.2880
8 A2= Beta*Al*(1-Al) 0.6562
9 A3= Beta*A3*(1-A2) 0.7219
10 Ad= Beta'Ad*(1-A3) 0.6424
11 A5= Beta*A5*(1-Ad) 0.7351

Fig_ure 20: Split screen example

Splitting horizontally or vertically

There are two ways to split a screen horizontally or vertically:

Method One:

1) Click on the row header below the rows where you want to split the screen horizontally or
click on the column header to the right of the columns where you want to split the screen

vertically.

2) Go to View on the Menu bar and select Split Window. A thick line appears between the
rows or columns indicating where the split has been placed. An example of a split line is

shown below Row 2 in Figure 20.
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